Quick Reference (Step) MSS_Approve Time Sheets

Purpose

Purpose

Manager Self-Service (MSS) is a single access point for Managers (or Supervisors) to find employee
information and perform managerial tasks.

MSS users must hold a Chief Position in their department (e.g. Organizational Unit) and will only have
access to their direct reporting employees.

The Approve Time Sheet Data service is located on the My Team workset in MSS. The time is entered
by employees in ESS; the manager will either approve or reject the time in MSS. Time Approval is an
important part of the State's business process. Time data must be in 'Approved' status or it will not be
available for Time Evaluation (processing of leave accruals, etc.) and Payroll processing.

NOTE: Employees will not enter absences into the time sheet. All absence hours will be entered in the
Leave Request service in ESS. The absences will be automatically posted to the time sheet once posted.

Time Approvals - Once the time is entered into ESS, it will be available for your manager to approve it in
MSS. After the time is approved, it cannot be changed in ESS (by employees) or in MSS (by managers).
Employees who need to make a time sheet correction should be directed to their Time Administrator.

Time Rejections - Managers have the option to reject the employee's time. Time is primarily rejected
due to wrong hours or charges. Although employees have visibility of rejected time the next time they go
to their time sheet, the manager should make the effort to communicate the rejection the employee to
ensure accurate time and meet submission deadlines. The state recommends time is entered and
approved daily, but must completed by the end of the pay period.

Charge Objects - Some state employees will be required to charge their time to Cost Objects (i.e.
Charge Objects). A cost object captures time within a financial area of responsibility (for example, a Cost
Center, Functional Area, Fund, WBS, Internal Order, Grant, etc.). These employees will have additional
fields on their time sheets to input the cost objects against their time. Managers will need to review the
time charged to the various cost objects and approve or reject the time. It is the manager's (or Time
Administrator's) responsibility to communicate to their employees what cost objects they should be using
in their agency.

Trigger

Use this service in Manager Self-Service (MSS) to process Time Sheets (approve or reject) for your
employees.

Prerequisites

A MySCEmployee portal user ID.
MSS users must hold the chief position in their department (organizational unit).
MSS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0105).
e Applicable roles and authorizations (portal and SAP).
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Menu Path
Use the following menu path(s) to begin this transaction:

e MySCEmployee Portal # MSS = My Team =% Employee Working Times = Approve
Time Sheet Data

Transaction Code
MSS
Helpful Hints

e Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the
'Back’ and 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical
results.
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Procedure

1.Start all MSS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SEIS

‘Welcome South Carolina State Employees

B0+ ———
J reammerd = ——

STATE INFORMAT oy
TECHNOLOGY

B*C

SC BUDGET AND CONTROL ROARD

| SCEIS Service Desk | FAQ | System Messages | Privacy R Securty Pollcy

Copyright @ 2000 Stata Of Sauth Carnlina

2 As required, complete/review the following fields:

Field R/O/C Description
User ID * R The MySCEmployee Portal User ID.
Password * R The employee's password.

3.  Click the Log on button L_Lezon |

After the user is logged on, the tabs on the main page will vary by user, depending on their
roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

6 When using web applications that maintain or create data, always ensure you leave the
application (or log off) when you complete your work. This will prevent record locking.

4 .After logging on, the user will be defaulted to the MySCEmployee Home Page.
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Help | Personalize | Log O%f

Welcome msstrain5, My Sg?EEBm pl Oye e

powared by

UTUSD O Employee Seif-Service  Manager Seff-Service
Alerts and Information | Universal Workist

| History,

Welcome to MySCEmployee Helpful Links

SC.Gov

Employee Insurance Program (EIP)
Retirement Systems

Office of Human Resources (OHR)
Employee E-News

State Holidays

SCEIS

ord keeping onsibilities directly in their hands. Through
pproval, acces: y statements, maintain bank details for direc

pi
leave requests, view various quota balances, update mailing addresses, and search for other state employee's contact information.

News Of Interest

Note: Employees who are new to MySCEmployee are encouraged fo take the Employee Self Service (ESS) and Manager Self Service (MSS) (if
appropriate) training prior to using the system. Be on the lookout for information from your respective agency's training team.

Be Sure to Verify Your Persenal Information: You are encouraged fo review and verify your personal information, such as addresses, emergency
contacts, social security number and date of birth soon after go-live

Reminder: MySCEmployee currently supports Internet Explorer versions 6 & 7. Version 8 is not yet supported by the system._

5'Click the Manager Self-Service tab | Managerseisenvies

‘elcome msstrain M SCEm [o ee
o il e P OY

Weicome Employee Self-Service Manager Self-Service

Help | Personalize | Log Off

Tasks and Alerts | History, Back
[4]+] ]
Detailed Navigation E‘ I Universal Worklist |j=
+ 1 My Work Overview A Wolifcaons | Tracking =
+ Tasks and Alerts
» 01 My Team Show: [New and In Progress Tasks (5/5) || [Select a Subview.. |+ [All =] Show Fitters Hide Preview =
¥ 0J My Organization
» [J My Reports Subject % ! From % Sent % Prioty 5 0 Due 2 Status 3
r John D. Anderson's L eave Request =, esstrains, Today Normal 1 New
|| 4otn D. Anderson's Leave Request esstrains, Today Normal | 1 New
|| dotn D Anderson's Leave Request esstrains, Today Normal | 1 New
|| Mary Ann Simons's Leave Request =, esstraind, Sep 16, 2008 Normal | 1 New
|| Mary Ann Simons's Leave Request =, esstraind, Sep 16, 2008 Normal | 1 New ||
(=1 - - Weow Jorsy - [~ |
John D. Anderson's Leave Request You can also:
Sent.  Today by esstrains, Priority: Normal Displav Details in SAP GUI
Status: New Create Ad-Hoc Request
our workist for approving leave requests contains a request that you have
to process. For more information, see the workisst
To view the workiist, start the Web appiication for approving leave [=]
H L) "
MSS users will be defaulted to the 'Tasks and Alerts' page.
FL
6 Perform one of the following:
.
To Go To

Approve time Without Cost Objects Step 7
Approve time With Cost Objects  Step 17

7 .Go to the 'Detailed Navigation' on the left section of the screen. Navigate to the Approve Time Sheet
Data service by expanding the folders down the tree structure: My Team --> Employee Working Times -->
Approve Time Sheet Data.
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/= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

I Approve Time by Manager B

Collective Approval

Wiew:  [Simple View - Weekly =]

Collective Approval
Pers. No, Empl/appl.name Frm To lessage Humber Target Time  Approval RejectionReason
ELE John D. Anderson 05/10/2010 05/18/2010 ITS0H | Approve Al -

a7y
8897 Mary Ann Simons 05/10/2010 05/16/2010 m _ 3750H | Approve Al v -
a0H

8898 Wiliam J Salvatore 08102010 0571842010 30H | Approve Al - -

view. Various views can be selected from the drop-down. A view specifies how the time
data is displayed.

The 'Number' (Hours) and 'Target Time' column can be used to identify employees who
have not entered their time according to their work schedule (e.g. missing time or too
much time entered for the period).

Q A new window will launch and default to the Collective Approval screen with a 'Simple'

Note: The 'Simple' view is the only display option that offers the comparison of hours and
it is compared for a full work week.

@ The 'Message' column indicates if a system message exists for the employees. To view
the message text, hover your cursor of the message icon H}

8.To view the details (individual daily working times) for an employee, select the hours link for that

employee. For example, select
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(= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

I Approve Time by Manager
— 2] i
Collective Appro Collective Approva Review and Sa Completed

Approved working times

Period fram: [E10/2010 To [EMEZ010

llo approved data records exist for the selected period.

Date Fers.Mo.  Employse Name Att/abs. type  AIA type text Starttme  End time Number  Approval RejectionReason  Message
0S/11/2010 8897 Mary Ann Simons 1000 Attendance hours 13:00 16:30 2500H | Approve -
051112010 8897 Mary Ann Simons 1000 Attendance hours 08:00 1200 4H | Approve = -
05122010 8897 Mary Ann Simons 1000 Attendance hours 13:00 16:30 2500H | Approve  w -
05/12/2010 8897 Mary Ann Simons: 1000 Attendance hours 02:00 12:00 4H | Approve - -
051342010 8897 Mary Ann Simons 1000 Aftendance hours 13.00 16:30 3.500H | Approve - -
051342010 aso7 Mary Ann Simons 1000 Attendance hours. ogo0 12:00 4H | Approve - -
05/14/2010 8867 Mary Ann Simons 1000 Attendance hours 08:00 12:00 48 | approve v -
05/14/2010 8867 Mary Ann Simons 1000 Attendance hours 08:00 16:30 BS00H | approve v -
Previous Step

ﬁ Click "Show Approving Working Time" link to view previously approved working time or
leave for the work week that the time is being reviewed. NOTE: In the screen shot above,
the manager has not approved any working time or leave which is indicated by "no
approved data records exist for the selected period.

9'To go back to the 'Collective Approval' screen, click or if you changed approval status of
any working time click .

/= Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

Approve Time by Manager 7]
(L]
Collective Approval  Feview and Save

View:  [Simple View - Vieekly -

Pers.No.  Empliapplname Frm To Iessage Humber TargetTime  Approval RejsctionReason

2898 John D. Anderson 05/10/2010 05/18/2010 37H 37.50H | Approve Al v -

8897 Wary Ann Simons 05/10/2010 05/18/2010 m _ 37.50H | Approve Al v -

8898 I wiliam J Salvatore 05/10/2010 05/18/2010 30H 30H | Approve Al = -

4 Previous Step

10. To process the time data, select one of the following from the 'Approval’ drop-down:
Activity Notes
Approve All Select to Approve all displayed time for the employee.

NOTE: The system will default to this option. Managers need to
be cautious they are approving the time the intend to.
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Reject All Select to Reject all displayed time for the employee. The
employee will see the rejected time the next time he/she logs on
to ESS and goes to the 'Record Working Time' service.

NOTE: Since the rejected time should be resubmitted in a timely
manner, the manager should notify the employee that his/her time
was rejected.

Select to Resubmit all displayed time for the employee. This
excludes the time data from being approved or rejected and will
be available in the 'Approve Time Sheet Data' service until
processed (approved or rejected).

Resubmit All

NOTE: This option is primarily used if the manager does not have
enough information to approve/reject someone's time and would
like to come back to it at a later point. Yet, the manager would like
to continue with approving the time for his/her other employees.

11'Select the approval types from the drop-down and click .

=~ Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

I Approve Time by Manager

ElC

mE
120

Review and Save

View: [Simple View - Weekly =
[WorkingTimes settoRosubmission
(Pestio. Erplyestam  Atsbstps AAbpeld  Swttme  Endume  Dale  amer
8897 Mary Ann Simons 1000 Attendance hours 0&:00 12:00 0s/M/2010 4H
8897 Mary Ann Simons 1000 Attendance hours 1200 18:30 0s/M/2010 3.500H
8897 Mary Ann Simons 1000 Attendance hours 0&:00 12:00 05122010 4H
8897 Mary Ann Simons 1000 Attendance hours 1200 18:30 05122010 3.500H
8897 Mary Ann Simons 1000 Attendance hours 0&:00 12:00 051272010 4H
8897 Mary Ann Simons 1000 Attendance hours 1200 18:30 051272010 3.500H
8897 Mary Ann Simons 1000 Attendance hours 0&:00 12:00 051472010 4H
8897 Mary Ann Simong 1000 Attendance hours 08:00 18:30 051472010 B8.500H
Total 35H
(Pestio. Erpkyestame  Atsbstp AAbpelsd  Saritme  Endume  Dale  amer
22808 John D. Andersen 1000 Aftendance hours 08:00 12:00 051022010 4H
8896 Jehn D. Anderson 1000 Attendance hours 1200 18:30 0s10/2010 3.500H
8896 Jehn D. Anderson 1000 Attendance hours 0&:00 12:00 0s/M/2010 4H
8896 Jehn D. Anderson 1000 Attendance hours 1200 18:30 0s/M/2010 3.500H
8896 Jehn D. Anderson 1000 Attendance hours 0&:00 12:00 05122010 4H
8896 Jehn D. Anderson 1000 Attendance hours 1200 18:30 05122010 3.500H
8896 Jehn D. Anderson 1000 Attendance hours 1200 18:30 051272010 3.500H
8896 John D. Anderson 1000 Attendance hours 0&:00 12:00 051372010 4H
8896 Jehn D. Anderson 1000 Attendance hours 08:00 12:00 051472010 4H
8896 John D. Anderson 1000 Attendance hours 12:00 16:00 051472010 3H
Total 37TH
8898 Wiliam J Sabvatore 1000 Aftendance hours 12:00 16:30 05M11/2010 3.500H
8898 Wiliam J Sabvatore 1000 Aftendance hours 08:00 12:00 05M11/2010 4H
8898 Wiliam J Sabvatore 1000 Aftendance hours 08:00 12:00 051272010 4H
8898 Wiliam J Sabvatore 1000 Aftendance hours 12:00 16:30 051272010 3.500H
8898 Wiliam J Sabvatore 1000 Aftendance hours 12:00 16:30 051372010 3.500H
8898 Wiliam J Salvators 1000 Aftendance hours 03:00 12:00 051372010 4H
8898 Wiliam J Salvatore 1000 Aftendance hours 03:00 12:00 05/14/2010 4H
2898 Wiliam J Salvatore 1000 Attendance hours 13:00 16:30 05/14/2010 3.500H
Total 30H

4 Previous Step

12'To save and approve the time, click .
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Z Approve Time Sheet Data - SAP NetWeaver Portal - Windows Internet Explorer

I Approve Time by Manager EIF]
¥ [} O
Completed
@ vour data has been saved.
Vhat do you want to do next?
Approve Additional Working Times
Working Times Set to Resubmission
Fers. No Employes Name Att/abs. type  AJA type text Approvaldate  Starttime  End time Date Number
8297 Mary Ann Simons 1000 Atiendance hours 00/00/0000 08:00 12:00 051172010 4H
8897 Mary Ann Simons 1000 Attendance hours 00/00/0000 13:00 16:30 0511172010 3.500 H
8897 Mary Ann Simons 1000 Attendance hours 00/00/0000 08:00 12:00 05122010 4H
aas7 Mary Ann Simons 1000 Attendance hours 00/00/0000 13:00 16:30 05122010 3.500 H
aas7 Mary Ann Simons 1000 Attendance hours 00/00/0000 08:00 12:00 051372010 4H
aas7 Mary Ann Simons 1000 Attendance hours 00/00/0000 13:00 16:30 051372010 3.500 H
aas7 Mary Ann Simons 1000 Attendance hours 00/00/0000 08:00 12:00 05/14/2010 4H
aas7 Mary Ann Simons 1000 Attendance hours 00/00/0000 08:00 16:30 05/14/2010 8.500 H
Total 35 H
Approved Working Times
Pers. No, Employee Name AftJabs. type  AJA type text Approvaldate  Starttme  End time Date Number
L John D. Anderson 1000 Attendance hours 00/00/0000 08:00 12:00 05/10/2010 4H
3398 John D. Anderson 1000 Attendance hours 00/00/0000 13:00 16:30 05/10/2010 3.500 H
3398 John D. Anderson 1000 Attendance hours 00/00/0000 08:00 12:00 051172010 4H
3398 John D. Anderson 1000 Attendance hours 00/00/0000 13:00 16:30 051172010 3.500 H
8298 John D. Anderson 1000 Attendance hours 00/00/0000 08:00 12:00 05/12/2010 4H
8398 John D. Anderson 1000 Attendance hours 00/00/0000 13:00 18:30 05/12/2010 3.500 H
8298 John D. Anderson 1000 Attendance hours 00/00/0000 13:00 18:30 051372010 3.500 H
8292 John D. Anderson 1000 Attendance hours 00/00/0000 08:00 12:00 051372010 4H
8292 John D. Anderson 1000 Attendance hours 00/00/0000 13:00 16:00 05/14/2010 3H
8292 John D. Anderson 1000 Attendance hours 00/00/0000 08:00 12:00 05/14/2010 4H
Total 37H
8898 Viliam J Salvatore 1000 Attendance hours 00/00/0000 13:00 18:30 051172010 3.500 H
8898 Viliam J Salvatore 1000 Attendance hours 00/00/0000 08:00 12:00 051172010 4H
8898 Viliam J Salvatore 1000 Attendance hours 00/00/0000 13:00 18:30 05/12/2010 3.500 H
8393 william J Salvators 1000 Atiendance hours 00/00/0000 08:00 12:00 05122010 4H
8898 William J Salvatore 1000 Attendance hours 00/00/0000 08:00 1Z:00 05/13/2010 4H
8898 iliam J Salvators 1000 Attendance hours 00/00/0000 13:00 16:30 05/13/2010 3.500 H
3898 William J Salvatore 1000 Attendance hours 00/00/0000 08:00 12:00 05142010 4H
3898 William J Salvatore 1000 Attendance hours 00/00/0000 13:00 16:30 05142010 3.500 H
Total 30H

. . e A ddit Working Ti
13." 75 go back to the main approval screen, click £2ereve Addiional Working Times

14.Approving time for employees who use Cost Objects (also known as Charge Objects):

Some state employees will be required to charge their time to Cost Objects. These employees will have
additional fields on their time sheets to input the cost objects against their time. Managers will need to
review the time charged to the various cost objects and approve or reject the time. It is the manager's (or
Time Administrator's) responsibility to communicate to their employee what cost objects they should be
charging.

To approve time charged to Cost Objects, select one of the views to display the extra fields (the cost
object details will be displayed on the next screen after this one):
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| Approve Time Sheet Data | History, Back Forward
Ol I
I Approve Time by Manager =
» 1 2 G}
LA [
Collective Approval Review and Save Completed I
View: iDaily View - With Cost Objects =t |
| feelestverpprowal |
! __ wAbpeted mmo T T —
- isssage
" Mary Ann Simons. Attendance hours 08/14/2008 09/14/2009 11H | Approve Al |
2297 Mary Ann Simons 1000 Aftendance hours 09/15/2009 09/15/2009 10500H Approve &l ~ -
8897 Mary Ann Simons 1000 Attendance hours 09/16/2008 091162008 BH | Approve Al ¥ -
2297 Mary Ann Simons 1000 Attendance hours 09/17/2009 09172009 BH  Approve Al ¥ -
4] Previous Step

15.Gjick [Review ]

/= https://sapportaldev.sc.gov/?NavigationTarget=navurl %3 2F1a0e88d0e585038c259a7660146bba818:C - Windows Internet Explorer

Approve Time Sheet Data | History, Back Forward
L]
Approve Time by Manager

[=]

Collective Approval  Review and Save  Compieied

View. Daily View - With Cost Objects. hd

Mary Ann Simons Attendance hours D100000010 GOVERNORS OFFICE-SLED
8897 Mary Ann Simons Attendance hours A010ABCD11 LEG DEPT-THE SENATE ABCD cost center
8897 Mary Ann Simons Attendance hours D100000010 GOVERNORS OFFICE-SLED
8897 Mary Ann Simons Attendance hours AQ10ABCD1 LEG DEPT-THE SENATE ABCD cost center
8397 Mary Ann Simons Aftendance hours D100000010 GOVERNORS OFFICE-SLED
8397 Mary Ann Simons Aftendance hours AQ10ABCD1 LEG DEPT-THE SENATE ABCD cost center
8397 Mary Ann Simons Aftendance hours D100000010 GOVERNORS OFFICE-SLED
8397 Mary Ann Simons Aftendance hours AQ10ABCD1 LEG DEPT-THE SENATE ABCD cost center

4’|\_ D}

15.1.Go to the bottom of the screen and drag the scroll bar to the right to display all the column details:
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httpsi//sapportaldev.sc.gov/?NavigationTarge! A%2F%2F 1a0eB8d0e585038c259a7660146bbaB 1L - Windows Internet Explor
Approve Time Sheet Data | History,
¥
i
Order Order Desc Fund Functional Area Grant StartTme  EndTme  Date Number
07:00 12:00 09/1412009 5H
13:00 19:00 08/1412008 &H
Total 1MH
07:00 12:00 0911512009 5H
13:00 18:30 09/1512009 5500 H
Total 10.500 H
07:00 12:00 09/16/2009 5H
13:00 16:00 09/16/2009 34
Total 8H
07:00 12:00 09/1712009 5H
12:00 16:00 09/1712009 3H
Total 8H

16'To save and approve the time, click

indows Internet Explorer

Approve Time Sheet Data | History,
]| Aporove Time by manager
»
Completed

(@ vour aata nas been saved.

Wihat do you want to do next?

Al ional ing Times

Approved Working Times.
Pers.No.  Employee Name AIA Type Desc CostCenter  CostCenterDesc WBS Element WBS Element Desc
8887 Mary Ann Simons Aftendance hours D100000010 | GOVERNORS OFFICE-SLED
8387 Mary Ann Simons Aftendance hours AQ10ABCD11 | LEG DEPT-THE SENATE ABCD cost center
8387 Mary Ann Simons Aftendance hours D100000010 | GOVERNORS OFFICE-SLED
sae7 Mary Ann Simons Aftendance hours AQ10ABCD11 | LEG DEPT-THE SENATE ABCD cost center
397 Mary Ann Simons Aftendance hours D100000010 | GOVERNORS OFFICE-SLED
397 Mary Ann Simons Aftendance hours AQ10ABCD11 | LEG DEPT-THE SENATE ABCD cost center

2397 Mary Ann Simons Aftendance hours D100000010 | GOVERNORS OFFICE-SLED

2397 Mary Ann Simons Aftendance hours A010ABCD11 | LEG DEPT-THE SENATE ABCD cost center

[ 0]

. . o r — Winrkina Ti
17. 76 go back to the main approval screen, click A2ereve Addiional Working Times

Reference: See BPP for ESS - Record Working Time.
4
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You processed time sheets (approve or reject) for your employees.
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